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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Fire Chief by performng

office functions and handling clerical duties. The work
i nvol ves frequent contacts with the public as receptionist for
the Chief's office. The enployee of this class naintains

records for the Fire Chief and perfornms various accounting
duti es, such as maki ng out payroll checks and assisting with the
devel opnent of the departnmental budget. The Secretary to the
Fire Chief works independently in nobst areas, wth general
instructions for special assignnments received from the Fire
Chi ef. The incunbent is responsible directly to the Fire Chief,
who directs and reviews work of this class.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Schedul es appointnents for the Fire Chief as directed, keeps
records of the schedule, and notifies the Fire Chief of
appoi nt nents, neetings, or other schedul ed events. Places and
answers tel ephone calls. Answers questions about the operation
of the departnment and handl es any routine requests by callers or
visitors to the office. Acts as receptionist for any visitors
to the Chief's office, screens visitors to determne if their
busi ness warrants seeing the Chief, and directs them to other
i ndi vidual s or offices when necessary.

Types letters, forns, nmenos, statements, formal reports, or any
ot her docunents assigned by the Fire Chief. Processes, sorts,
and distributes nail. Replies to any routine correspondence or
requests on own initiative follow ng departnmental procedures or
fromoral or witten directions by the Fire Chief. Conposes
business letters using correct grammar and punctuation.
Proofreads typed material and corrects errors.

Sets up and nmaintains a filing system Files correspondence,
cards, forms, records, or reports in files where they are
organi zed al phabetically, chronologically, and/or by subject
matter. Briefly reads or reviews incomng materials and sorts
according to subject matter. Keeps records on the |ocation of
materials renoved from files, and to whom materials were
rel eased. Traces missing files. Mintains roster of departnment
per sonnel . Maintains a library or archive of reference
materials for use by departnent personnel.
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Enters, l|ocates, and retrieves information or docunents which
are stored in hard copy files, or in the conputer database.
Takes and transcribes dictation. Operates a word processor or
a conmputer termnal in order to enter or retrieve information
fromfiles. Copies conputer data to diskette from conputer's
hard drive or other diskettes. Operates a copying nmachine,
facsimle machine, and calculator or conputer software
appl i cati on when required.

Enters routine information in departnment records. Fills out all
fornms or records required or assigned to this position. Wites
reports requiring the ability to conpose conpl ete sentences, to
use correct grammar and punctuation, and to organi ze ideas in a
| ogi cal sequence.

Accounts for noney and assets of an assigned division. Conputes
payroll and prepares payroll records. Makes out checks for
payroll and for paynent of departnment bills. Conpi | es
information to be used in devel oping the budget and assists the
Chief in the preparation of the departnmental budget. Maintains
the inventory of supplies and equipnment, prepares purchase
requi sitions, and orders and distributes supplies and equi pnent
as required.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be met by the filing deadline for application for admi ssion to
the test.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynment, but before beginning work in this
cl ass, nust pass a medi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must present a certificate verifying the ability to type 45
words per mnute (net).

MUST MEET AT LEAST ONE OF THE FOLLOW NG REQUI REMENTS:
A mnimum of six (6) nmonths clerical experience in which the
primary duties involved the direct operation of a conputer

termnal utilizing a word processing and/or conputer database
applicati on,

LF #3 11-07-01



SECFC page 3 of 3

OR

Vocational / Technical <certification in the operation of a
conputer termnal utilizing a word processing and/or conputer
dat abase applicati on,

OR

Ot her such alternative experience or training which, in the
opi nion of the board, would satisfy the above requirenents.
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